
❏Meeting App
❏Best Practices for Running a 

Session
❏Zoom Tools & Pro Tips

Let’s start with some 
housekeeping notes….

Agenda



Zoom Desktop App



Update Zoom

Select Check for Updates

Select your profile picture 
or initials in the top right



Zoom Desktop App

Do not select “Join From Your Browser”.

When joining a session, a web browser 
tab will open with these options.

Select “Launch Meeting” to use the 
Zoom Desktop App.



Live Transcripts

Click on the CC box (or More…) on your Zoom toolbar.

Select Show/Hide Subtitles.



Questions?



❏Meeting App

Agenda



Let’s take a look!

• How to sign in

• Time zone settings

• How to join a session

MeetingApp



MeetingApp - Signing in



MeetingApp - Time Zone

Current 
Time Zone

Time Zone options:
● Meeting location 

time zone
● Your current time 

zone



MeetingApp - Join Now

Example of Join Now

Join Now appears
20 minutes before 

the session start time.



More 
Examples of 

Join Now

MeetingApp - Join Now



Attendees can ask questions, 
about a paper or the session, on 
the session page and authors can 

respond.

Authors will be notified 
automatically (via email) when a 

question has been asked.

MeetingApp - Asynchronous 

Q&A
MeetingApp 

Check your session page to see if there are questions posted if you need some for discussion.



Questions?



☑Meeting App
❏Best Practices for Running a 

Session

Agenda



Test presenter’s mic

Test presenter’s camera

Practice sharing screen

Before your session starts: 

Arrive 20 minutes early



Ask your Presenters: 



Ask your Presenters: 

How to pronounce their name?



Ask your Presenters: 

What are their pronouns?
He

Him
His

They
Them 
Theirs

She
Her
Hers

How to pronounce their name?



What are their pronouns?

Ask your Presenters: 

How will you keep the 

session on time?

He
Him
His

They
Them 
Theirs

She
Her
Hers

How to pronounce their name?



Overview of session:



What are the sequence of events?

Overview of session:



What are the sequence of events?

How and when do you want to 

take questions?

Overview of session:



Questions?
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Agenda



Useful Tools



Useful Tools
Testing your Speaker and 
Microphone



Useful Tools
Switch to Phone Audio



Useful Tools
Switch to Phone Audio

How to call in with your phone



Useful Tools
Switch to Phone Audio

How to call in with your phone
Skip the passwords – use #



Useful Tools
Stop or Start Video

Preview your appearance 
🗸 Check your video settings



Useful Tools
Adjust Virtual Background and Video Settings

Use the “ + “ to add 
virtual backgrounds 
images.

Adjust other 
video settings.  





Useful Tools

Open Participants Panel 
and Chat Panel from the 
Zoom Toolbar.



Useful Tools
Participants Panel
Order:  Me > Host > Co-host(s) > Raised Hand > Alphabetical by first letter

All Guests can share screens, unmute and turn on their camera.

Co-hosts can mute participants, spotlight others, run breakout rooms and 
polls, as well as share screens, unmute and turn on their cameras.
Co-hosts are usually:

● Chairs and Moderators
● Speakers and Presenters
● Staff Members



Useful Tools
Participants Panel

• Rename yourself



Useful Tools
Participants Panel

• Sharing their screen



Useful Tools
Participants Panel

• If the meeting is recording



Useful Tools
Participants Panel

• Which mics are picking up 
noise



Useful Tools
Participants Panel

• Which camera is on 



Useful Tools
Participants Panel

• Avoid using the Mute all
button



Useful Tools
Chat Panel

• Share files in the chat 



Useful Tools
Chat Panel

• Save the chat



Useful Tools
Chat Panel

• Be mindful of who you are 
chatting

• Chat defaults to the last person in 
contact



Useful Tools
Share Screen



Useful Tools
Share Screen – Basic Tab

Remember to select 
Share sound at the bottom 
left if the presentation or 
video has audio.

Note: this example shows 
a setup with three 
monitors.  Screen = 
Monitors

Open programs
Screens (monitors)



Useful Tools
Share Screen – Advanced Tab

Selecting Portion of 
Screen allows you to 
“draw a box” and select 
an area you want to 
share.

Share a portion 
of your screen



Useful Tools
Share Screen – Advanced Tab

A green border/box will 
appear.  This can be 
moved and resized by 
selecting a corner to 
highlight just a portion of 
your screen.

Note:  this step is done live – the 
audience will see you adjusting 
the size.



Useful Tools
Share Screen – Advanced Tab

Selecting Video 
automatically selects 
Share sound and 
Optimize for video clip.

Note:  You may want to test the 
quality of the video via Zoom 
beforehand when using Optimize 
for video as sometimes is can 
degrade the quality.

Share a video



Folder Name

Useful Tools
Share Screen – Share Video

Locate the video you 
want to share and select 
Open.

Select Open



Useful Tools
Share Screen – Play Video

Your Zoom screen will be 
replaced with the video.

Only you see these controls.
You can hover your mouse over 
the video at any time to bring 
up the controls (for example, to 
play/pause, or see the time 
remaining) and no other Zoom 
attendee will see your mouse.

Play 
and 

pause 
here



Useful Tools
Share Screen – Optimize for video clip

If attendees tell you 
that your video looks 
choppy or grainy, select 
the More… to see the 
Optimize for video clip 
options.  You can toggle 
this on or off to adjust 
the quality.



PowerPoint Display Options
Dual monitors with 

slideshow and presenter's views

Select your primary monitor then click Share. If you are 

not sure which monitor is your primary, select the one 

that PowerPoint opens in.   

If you correctly shared your primary monitor, participants 

will see the PowerPoint in slideshow view. 

The green border indicates the monitor you are currently 

sharing.

The presenter's view will appear 

on your secondary monitor. 

Use this to view your slide notes 

and control the presentation.



PowerPoint Display Options

If you are not sharing the correct monitor, 

click Display Settings then Swap Presenter 

View and Slide Show. 

PowerPoint will switch the 

monitor that is used for slide 

show view.



Useful Tools
Share Screen – PowerPoint Background

Use a PowerPoint as 
your background.

PowerPoint as Virtual Background



Useful Tools
Share Screen – PowerPoint Background

Use the Zoom arrows to 
advance the slides, or 
your keyboard arrows.

Resize or move your 
image to not block slide 
information.



Useful Tools
Spotlight 

• Zoom Co-hosts can spotlight participants who have on 
their video.

• Spotlight forces the view on all attendees. You can 
curate which speakers the attendees see at once. 

• Ideal for a Panelist discussion with multiple presenters.

“Pin” is just for your screen.  



Reactions & Raise Hand
Raise hand is now under 
the "Reactions" button



Update Zoom
If Raise hand or other 
reactions are in the 
Participants Panel, 
update Zoom.



Questions?



Pro-tips

• Eye contact
• Lighting 
• Background



Questions?



Special Zoom 

Options



Waiting Room

The Waiting Room options 
are found in the Participants 
Panel.

The checkmark indicates that 
it has been enabled.



Waiting Room
The Waiting Room will only appear if 
there is someone in it. It will appear at 
the top of the Participants Panel.

To admit a specific person, click the 
Admit button in line with their name.  

Click Admit all to 
admit everyone 
at once.  



Questions?


